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THE PROGRAM AREA
COMMITTEE
AND YOU - THE MEMBER
Congratulations to You Z
You're a member of an im...portant program area
committee of the county program building commit-
tee. You were selected because the county com-
mittee believes that you have what it takes to get
things done. Furthermore, you have a definite in-
terest in the program area of your committee and
can make a real contribution to the committee's
work. And that's not all! As a member, you will be
representing the views of other people in the
county.
In this important leadership role, you will be devot-
ing some of your time and talent to Extension
educational programs that will help people in your
community and other parts of the county to im-
prove their quality of life economically or socially.
That's what the work of your program area commit-
tee is all about - helping people to learn how to
help themselves.
It's Stimulating
And Rewarding
Being an active member of your program area
committee will- bring you many stimulating and
rewarding experiences. People in your community
and in other parts of the county will recognize you
as one who holds a responsible position. You also
will have opportunities to learn more about the
county and its people. In addition, you will make
new friends from different parts of the county as
you work with your committee.
The most rewarding experience of all is to see
people benefit from using information they learn
during educational activities, events or programs
which your committee conducts. Perhaps you will
help a youngster get his first 4-H project, a family
build a new home, a producer increase his yield of
grain sorghum or a community establish a new
water system. As.your committee works with the
county Extension agents to help shape the
economic and social growth of people in your
county, you will have many opportunities to help
people.
A Challenge,
Too
Your role on the committee will be a challenge. To
be an effective committee member, you'll want to
have agood understanding of how your committee
works and what you should do. This publication is
designed to help you meet this challenge by:
• Pointing out the importance of the program
area committee,
• Defining the role of the committee,
• Explaining how the committee works, and
• Discussing what you should know and do
as a member.
Why Have Program
Area Committees?
"People centered" is a way to describe the educa-
tional programs developed through the local
county office of the Texas Agricultural Extension
Service. People support, participate in and benefit
from a program which they have helped to plan
and carry out. What you think, what you feel and
what you know is important to Extension. This is
why you are needed.
Your committee is one of several, each with a
different program area responsibility. All program
area committees are part of a larger group which
usually is called the county program building
committee. The "central planning group" of the
program building committee (either its executive
committee or the program building committee it-
self) determines the scope of the county Extension
program. After studying the county situation and
identifying major problems, opportunities and
program needs, the central planning group
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creates program area committees. These commit-
tees deal with specified areas for which educa-
tional programs are needed in the county. Exam-
ples include beef cattle, crops, 4-H and youth,
family living, aging and community resource de-
velopment.
Your program area committee is responsible for
planning, implementing and evaluating educa-
tional programs in a specific area. Consequently,
program area committees are vital parts of the
larger program building committee. County Exten-
sion agents are advisors to the committees, and
assist the committees in carrying out their respon-
sibilities.
HOW YOUR COMMITTEE
WORKS
Remember how it was when you learned to drive a
car? First you had to know what makes the car go.
Then came the steps in starting the motor. And
finally, after some practice, you learned how to
drive. You also discovered certain procedures to
follow to be a good driver. In a way, committee
work is like learning how to drive a car. You must
know how the committee works and what it must
do to accomplish its mission.
The committee's role is divided into the following
parts: planning the program, carrying out the
plans, evaluating results and reporting ac-
complishments. Follow along as each of these
parts and the decisions the committee must make
are discussed.
Planning
the Program
Good things don't just happen; they are planned.
Let's look at planning two ways - "long-range
planning" and "annual planning."
Long-Range
Planning
Long-range plans are contained in the county's
written Long-Range Program. The document is
3
updated every 5 to 6 years. Each program area
committee revises the section of the Long-Range
County Program that relates to its program area.
Think of long-range planning as you would a
roadmap. A roadmap contains useful information
about where you can go, the mileage of your desti-
nation and the routes you can take to get there.
Just as a roadmap will help you make the right turn
and reach your destination, long-range plans will
help your committee understand the major prob-
lems it must deal with in developing educational
programs with in the program area.
Long-range planning involves making a study of
the county situation within the program area for
which your committee is responsible. Committee
members assist in collecting data about the pro-
gram area situation. As this information is ana-
lyzed, trends, problems and opportunities become
apparent. The committee then establishes long-
range objectives to serve as a guide for planning,
carrying out and evaluating the educational pro-
gram for several years. If your committee estab-
lishes several long-range objectives, it also should
set priorities among them so that the most impor-
tant ones can be worked on first.
Information collected during the studies and deci-
sions made by all program area committees are
recorded in the Long-Range County Program -
your "roadmap" for the next 5 to 6 years.
Annual Planning
Annual planning involves developing the educa-
tional program for the coming year. Your commit-
tee may need to meet one or several times. Annual
planning helps your committee decide what part
and how much of the long-range plan it will try to
accomplish during a 12-month period. Annual
plans may also include priorities which are not part
of the written Long-Range County Program. How
should the committee go about making annual
plans? Let's take a look at some steps to follow.
First, the committee must review the facts, prob-
lems, objectives and priorities in the Long-Range
County Program before major decisions are
made. The committee also may have additional
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current information to review such as that provided
by Extension agents, specialists and other re-
source people. Review the results of the past
year's program. The review helps insure that the
committee has current facts upon which to make
sound decisions regarding the annual program.
Next, the committee should set some goals about
what and how much it will try to achieve within a
year.
In some cases, different categories of people with
different interests, needs and problems may need
specialized help through the educational program.
Identifying audiences helps the committee deter-
mine the kind of educational program needed to
reach each audience.
Here are a few examples:
• SMALL FARM PRODUCERS • PEOPLE IN AGRIBUSINESS
• COMMERCIAL PRODUCERS. ABSENTEE LANDOWNERS
• POTENTIAL 4-H MEMBERS • SENIOR 4-H'ers
• NEW 4-H MEMBERS • ORGANIZATION AND
PROJECT LEADERS
• YOUNG HOMEMAKERS 0 MOTHERS EMPLOYED OUT-
SIDE THE HOME
• ESTABLISHED HOME- • HOME DEMONSTRATION
MAKERS CLUB MEMBERS
• ORGANIZED COMMUNITY
GROUPS
Based on the long-range objectives, major prob-
lems and opportunities the committee is working
on, committee goals and the audiences involved,
the committee next seeks to determine the sub-
jects or information people need to learn. These
findings will be the content of the educational pro-
gram during the coming year.
Now the committee can select the educational
methods and activities it will use to teach the in-
formation people need to learn. The more ways
people are exposed to information, the more likely
they are to learn and use new knowledge. So a
variety of methods and activities should be used.
Here are a few examples:
• SHORT COURSE • APPLIANCE FAIR
• TOUR • HAY SHOW
• RESULT DEMONSTRATION • YOUTH CAREER DAY
• WORKSHOP • BEEF-A-RAMA
• CLINIC • CONSUMER DAY
• FIELD DAY • ARTS AND CRAFTS FAIR
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Your committee should schedule target dates for
each activity.
Finally, the committee should plan how it will
evaluate the year's program, even before it be-
gins.
Carry Out
the Plans
This can be the most exciting part of your commit-
tee's role. It is the action phase when you and
other members of the committee help carry out the
committee's plans.
Your committee will be working closely with Exten-
sion agents and resource people, such as Exten-
sion specialists, in carrying out the program. You'll
want to take an active part in helping make each
activity or event a success so that people in your
community will benefit from it.
Prior to each major activity, your committee
should meet well in advance to plan and prepare
for conducting the activity. During the meeting,
your committee will need to arrive at many deci"-
sions about the details of the activity. A good way
to do this is to identify the things that should be
done before, during and after the activity. Then
decide who will do each task. A few examples are
as follows:
BEFORE DURING AFTER
• COMPLETE THE
EVALUATION
• MAKE THANK-YOU
CALLS OR SEND
LETIERS OF AP-
PRECIATION TO
SPEAKERS, SPE-
CIAL GUESTS
AND DONORS
• CLEAN UP FACIL-
ITIES
• ARRANGE FOR
FOLLOW-UP
PUBLICITY
• SELECT RE- • GREET PEOPLE
SOURCE PEOPLE ARRIVING
TO DO THE
TEACHING • KEEP ATIEN-
DANCE LIST
• ACQUIRE MEET- • ASSIST
ING FACILITIES SPEAKER(S)
• PROVIDE • EXTEND WEL-
PRINTED PRO- COME AND STATE
GRAM PURPOSE
• DO ADVANCE • INTRODUCE
PUBLICITY SPEAKER(S)
• PROVIDE • DISTRIBUTE
EQUIPMENT HANDOUT MA-
• OBTAIN TERrAL
SPEAKERS • SERVE RE-
• ARRANGE FOR FRESHMENTS
REFRESHMENTS • EVALUATE AC-
TIVITY
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The activity will be most successful when all com-
mittee members work to carry out their assign-
ments. The chairman will assign tasks to each
member. In addition, each member should en-
courage people to attend activities developed for
them.
Evaluate
the Program
How did it go? Was each activity successful? Did
the individuals you tried to reach participate? Did
participants learn new information and ideas they
can use? These questions are important and
can be answered by evaluating each major activ-
ity the committee conducts. The committee also
should spend time during one meeting each year
reviewing its work and total program results. What
changes or improvements have people made or
what new knowledge have they learned and put to
use? Can the work of the committee be improved
in the future? If so, how? This kind of evaluation is
essential for future planning.
Report the
Committee's Work
The program area committee should keep the cen-
tral planning group of the program building organi-
zation informed of its plans and accomplishments.
The central planning group must know what each
program area committee is doing and what has
been accomplished so it can review the total Ex-
tension program. Since the chairman of each pro-
gram area committee is a member of the central
group, he is responsible for reporting. However,
the chairman may ask one or more committee
members to assist.
In this way the central planning group can deter-
mine howwell the program is improving the econo-
mic and social conditions of people in the county.
It can then make adjustments or additions to the
program when and if needed. The program area
committee also should make an annual report of
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the year's accomplishments and future plans to
the county program building committee so all com-
mittees will know the results of the total Extension
program.
Your committee's work should be kept before the
public to gain support for and participation in the
educational program. What you do is important
and people need to know about it!
Resource People
Can Help
Resource people have capabilities and knowledge
that are important to the committee's program
area. They can help the committee accomplish its
goals. You will need to help identify resource
people and ask for their assistance.
Extension specialists are key resource people on
which your committee can rely. County Extension
agents can help obtain the assistance of special-
ists. Other kinds of resource people from agen-
cies, institutions and groups include:
COUNTYUSDAAGENCYRE~
RESENTATIVES
VOCATIONAL AGRICULTUR-
AL INSTRUCTORS
PARKS AND WILDLIFE DE-
PARTMENT
BANKERS
SCHOOL OFFICIALS
SCHOOL COUNSELORS
YOUTH DIRECTORS
FAMILY COUNSELORS
SCHOOL LUNCH SUPERVI-
SORS
COMMERCIAL HOME ECON-
OMISTS
RETAIL CLOTHING PEOPLE
HOME APPLIANCE DEALERS
VOCATIONAL HOME ECO-
NOMICS INSTRUCTORS
LAWYERS
DOCTORS
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TEXAS AGRICULTURAL EX-
PERIMENT STATION
AREA COLLEGE REPRESEN-
TATIVES
AGRICULTURAL COMMODITY
ASSOCIATIONS
VETERINARIANS
MINISTERS
LAW ENFORCEMENT OFFI-
CIALS
UTILITY COMPANY REPRE-
SENTATIVES
FOOD STORE MANAGERS
INSURANCE AGENCIES
BUILDING CONTRACTORS
PUBLIC HEALTH AGENCIES
SCHOOL NURSES
DENTISTS
CHAMBERS OF COMMERCE
GOVERNOR'S COMMITTEE
ON AGING
These resource people can assist your committee
in person or in the form of written information. They
can help the committee in all phases of its role,
such as helping plan the long-range and annual
programs, teaching people at the committee's
planned activities or providing helpful methods of
evaluating the program.
THE COMMITTEE~
MEMBER'S JOB
- And How to Do It
You are the most important part of the program
area committee. Think of the committee as a group
of people in a rowboat. The combined effort of
each person using an oar helps to make the boat
move at a desired speed to reach an objective. No
committee can perform its role and be productive
without the active participation of each member.
Committee work will be enjoyable and rewarding
if you know what's expected of you. When it's time
to act, you'll know what to do and how to do it. Thus
you will make valuable contributions to the com-
mittee's work.
Here's what you need to know and do to be a pro-
ductive member and to enjoy serving on the com-
mittee. Remember that county Extension agents
are advisors to the committee. They can help you
better understand these responsibilities and pro-
vide assistance in carrying out committee as-
signments.
Know Your
Committee
Since you will be working together as a group, get
to know other members of the committee. Learn
something about each one and where he or she
lives. You will enjoy committee work more if you
are well acquainted with the other members. Ask
the chairman or agent for a list of the names and
addresses of members.
Make sure you understand the purpose of the
committee and what its job is. Ask the committee
9
chairman and Extension agent to explain this if
you're not sure.
As a member of the committee, you also represent
other people who are notmembers. Know who you
have been asked to represent. It may be an en-
tire community, part of a community or a certain
group of people, such as producers of an agricul-
tural commodity, senior citizens or another organi-
zation in the county with similar interests.
Become familiar with how your committee will op-
erate. Your program area committee may have
more specific guidelines which it follows.
Keep in mind that there are other committees and
each has a different area of responsibility. At times
two program area committees may work together
on an activity or program. This opportunity comes
about when two committees are working on similar
plans and activities or when joint committee efforts
could accomplish more. One function of the cen-
tral planning group is to assist program area com-
mittees by identifying these opportunities for joint
committee efforts.
Committee Meetings
Are Vital
In athletic team competition the objective is to win.
All members of the team prepare for the athletic
event, participate in the event and follow through
on their assignment so that the combined efforts
of team members help achieve the objective. The
productive committee member (like the athlete
on the team) prepares for the meeting, participates
in the meeting and follows through on assign-
ments and other responsibilities.
Before the Meeting - -
Prepare!
Have you attended a committee meeting when
you didn't really know what would take place? And
when you were asked for your opinion, were you
prepared to give a good answer? When a meeting
is called, make sure you understand the purpose
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of the meeting so that you can be prepared to par-
ticipate in the discussion and decision making.
• Mark your calendar. Good committee members
are busy people. A note on the calendar will help
you remember the meeting date.
• Since you also represent others who are not
members of the program area committee, talk
with some of them to get their ideas and sugges-
tions. If the purpose of a committee meeting is to
plan the program for the coming year, ask the
people you represent what their problems,
needs and interests are.
• When the chairman or Extension agent notifies
you about a meeting, he usually will tell you the
purpose of the meeting. Jot down on paper any
thoughts that relate to the purpose and details of
the meeting. Remember that the chairman's job
is to guide the discussion and decision making
and not to do all the talking.
• Attend to any other premeeting tasks assigned
to you. Occasionally you may be asked to help
collect information for planning or evaluation
purposes. Understand what you should do and
be prepared to do it.
At the Meeting - -
Participate!
• Arrive on time for all meetings so that the com-
mittee can accomplish its purpose in the allotted
time.
• Be enthusiastic about the meeting. Enthusiasm
is contagious!
• Take part in the discussion, decisions and
committee actions. Your ideas are important.
• Listen carefully as other members express their
ideas and suggestions.
• Encourage other members to participate in the
discussion.
• Ask the chairman or another member for infor-
mation on points that may not be clear to you.
This helps eliminate misunderstandings that
can arise later.
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• If necessary, help the chairman keep the group
working on the business before the committee.
• When the purpose of the meeting is to decide
how to conduct ar. upcoming activity, be ready
to determine tasks to be done and accept as-
signments. You might be asked to introduce a
speaker, keep a registration list of those attend·
ing, serve refreshments or greet people.
• Consider the needs and interests of people you
represent on the committee, as well as your
own.
• Evaluate proposals before the committee and
react to them.
After the Meeting - -
Follow Through! f
What does the "follow through" involve?
• Supporting the plans made or actions taken by
the committee.
• Carrying out any postmeeting assignments or
jobs the chairman asked you to do.
• Keeping the people you represent and other
individuals informed about plans and actions of
your committee.
• Telling other interested groups or organizations
about the committee's program and asking for
their support and participation.
• Helping conduct major activities or events
planned by the committee.
• Encouraging people to attend upcoming ac-
tivities, such as tours, workshops, shortcourses
or other educational events sponsored by the
committee.
• Participating in meetings of the larger county
program bUilding committee if you also are a
member of this group. Refer to the program
building committee's standing rules.
Successful committee work is never final be-
cause, through your successes and accomplish-
ments, you will always find new challenges and
opportunities to help people in your community
and county.
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